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Figure #1: MissouriCareerSource.com Home Page

Step-by-Step:

1) To register in MissouriCareerSource.com, job seekers need to click the Continue
button under the Job Seeker section of the home page.

2) If the job seeker was registered in GreatHires.org and would like to access their
existing account, the job seeker also needs to click the Continue button.
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Where Talent and Opportunities Meet

State of Missouri - Matt Blunt, Gavernor

Home Job Seeker Waorkforce Professional

Employer

Already Registered with Missouri Career Resources
Source?

Enter Username: Browse Job Openings

| ; 1 File a UL Claim
Enter Password:

| Complete Four Week Reporting

Find a Training Provider

Did you forget your Username/Password?

Apply for a Job with the State of Missour

Search Jobs Nationwide

Mot Registe
= Research Economic Information

Job Seekers Register & Create an Account i =
whether you are searching for someane with

the talent to meet your needs, or the
opportunity to put your talent to work,

2 MissouriCareerSource,com is your place to
start!

IState of Missouri| Department of Econarmic Deuelupment| Division of Waorkforce Development| Privacy Paolicy| Contact Us

Figure #2: Job Seeker Registration/Login Screen

Step-by-Step:

1) A job seeker with an existing GreatHires account can enter
MissourCareerSource.com by entering their Username and password in the text
boxes and clicking the Sign In button.

2) A new job seeker can register in MissouriCareerSource.com by clicking Job
Seeker Register & Create an Account.
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Create Job Seeker User

MissouriCareerSource.com
! Where Talent and Opportunities Meet
State of Missouri - Matt Blunt, Gavernor

Home Job Seeker Employer Workforce Professional

Create Job Seeker User

User Name DD Trainer | {4 to 16 charactars)
<assword |_"__-_____ | {4 to 16 characters, case sensitive)
2 onfirm Password | | 3
First Name M Last Name

Name |DWD » | [Trainer

*SSN |essesness
4 4 +Confirm SSH (ITTTTTTT] q

“Date of Birth |o1011872 (e mmiddiyyyy)

sGender [ ] Ma\eg_@_'Female

“Indicates Reguired M

6 Next | | Cancel
Missouri Career Source Home | State of ri| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact

s |Missouri Career Centers

Figure #3: Create Job Seeker User Screen

Step-by-Step:

1) The job seeker needs to enter a unique user name in the User Name text box.

2) In the Password text box, the job seeker needs to enter a password, and then enter
the same password in the Confirm Password text box. The job seeker needs to
remember this user name and password for future logins.

3) The job seeker’s First, Middle Initial and Last Name will be entered in the Name
text boxes.

4) In the SSN text box, the job seeker will enter their Social Security Number, and
then reenter it in the Confirm SSN text box.

5) The job seeker’s birth date should be entered in the mm/dd/yyyy format in the
Date of Birth text box.

6) The job seeker then selects their gender.

7) After their information is entered in the required text boxes, the job seeker then
clicks the Next button.
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Seeker Information Tab

- MissouriC'areerSource.com
e Where Talent and Opportunities Meet
State of Missouri - Matt Blunt, Governar
Home Job Seeker Employer Workforce Professional

search Referrals || SeekerInfo || Employment Education Veteran

= Thank you for registering with our site. Please take a few minutes to complete the registration wizard.
Information you provide will only be used to provide you with the best service we can

Seneral Information

Mame DD TRAINER 5
“Date OFBirth 171872 P 1 5
<&
~ Gender O Male & Female >
Email | - 2
Canfirm Ermail | / |
would you like employers to view your Resume/Profile on our Website? Yes W ,%
tdailing Address
- Gty 4
* State Missouri b2
= Zip Code (
Telephone

Citizenship

= Are you a citizen or otherwise legally ellgible towork in the United States? O ves O Mo

‘alien Registration Number 2

Logout | Missour Career Source Home | Stats of Missouri| Department of Economic Developrent| Division of Waorkforce Development | Privacy
DDIH:\,-'| Contact Us |Missouri Career Centers

Figure #4: Seeker Info Input Screen 1

Step-by-Step:

1) The job seeker needs to verify that their birth date and gender has been pre-
populated correctly from the previous registration page.

2) The job seeker can input email address in Email text box, and then reenter it in the
Confirm Email text box; this would allow employers to send correspondence
about possible job openings.

3) If the job seeker would like employers to view their resume/profile for job
openings, select the Yes button.

4) In the Mailing Address section, the job seeker is required to enter their address,
city, state and zip code in the text boxes.

5) The job seeker has the option of enter their phone numbers in the Telephone
section text boxes.

6) If the job seeker is a US citizen or is authorized to work in the US, they will select
the Yes button.
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7) A job seeker with an Alien Registration Number will enter that number in the
corresponding text box.
8) Click the Next button.

MissouriCareerSource.com
Where Talent and Opportunities Meet

State of Missouri - Matt Blunt, Governor
Job Seeker

Home Workforce Professional

Employer

Search || Referrals ]| SeekerInfo | Employment Education Veteran

ability Information

Minimum Desired YWage | || Daily V|

Cammission | Piece rate T ves @ Mo

Availability [l Full Time CIPart Time [ITemporary [ seasonal CIPRN
Shifls [ pay [Jevening Clnight [ Ratating [ Split

Wil Wark Saturdays O ves @ Mo

wiill Wiork Sundays O es @ Ko

Will Live at Worksite O ves @ Mo

Maximum pounds you can lifon a
regular basis

Are you willing to relocate O ves O Mo

| <Select Liting Capacity> Y‘

State Reguired Infarmation

Are you currently employed O Yes @ No

Areyou currently in schoal ) Yes & No

Years ofEducation Cornpleted ||
Seasonal Farm Waorker O Yes @ No

Migrant Farrm Warker | <Select Only f Applicable> v ‘
Disabled O ves © No

EthnicityRace [ Hispanic

[ wwhite dncluding ariging fram Europe, Middie East or Morth Africa)

[ Black or Affican American

1 Arrietican Indian of Alaska Native (SouthiCentraliNarth American Native)
[ Asian

[ ative Hawaiian or other Pacific Islander

Drivers License O Mone O Operators O Commercial
DL Class <Select Only I Applicables |
Endarsernent &

Air Brakes =]

Hazardous Materials

Tank Vehicle |
Access To Vehicle O ves @& No

Logout | Missouri Career Source Home | State of Mlssour|| Department of Econamic Deve\opmemt| Division of Warkforce Development| Privacy
PDIlcy| Contact Us |M|ssuur| Career Centers

Figure #5: Seeker Info Input Screen 2
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Home Search Referrals Seeker Info Employment Education Skills Veteran

ahility Infarmation
Minimum Desired Wage

7 P Commissionj Piece rate

O ves @ Mo
o Hourly
Mvailability I Full Time [ Part|panthly

porary [ Seasonal [ PRI

Shifts [ Day [#] Evening [*/&2kly  higting (] spiit
Will Wrk Saturdays @ ves O No Year

Wil Work Sundays ) ves @ No

Wil Live at Worksite O ves & No

Maxirmum pounds yau can liton a
regular basis |Upt|:| 20lbs W

Are you willing to relocate ) ves ) Mo

Figure #6: Seeker Info Input Screen 2
Education Availability Information Section

Step-by-Step:

1) Enter the Minimum Desired Wage in the text box, and then select the correct
wage base criteria in the drop down box.

2) If the job seeker is willing to work on a Commission or Piece Rate basis, select
the Yes button.

Home Referrals Seeker Info Employment Education Veteran
|ability Infarmation
Minimum Desired YWane |B.DEI || Daiky V|
Commission/ Fiece rate O ves (3 pMo 3
Availability IFull Time [¥] Part Time [ Temporary [ Seasonal C1PRM
Shifts 4 P [#lDay [¥] Evening [#] Might [] Rotating [ Split
Wil Work Saturdays @ ves O Mo 5
Wil Wwork Sundays O ves & Mo -
Will Live at Warksite ) ves () Mo
Maxirmum pounds you can lifton a
regular basis CRiEl I.b.s __ / 6
wwillingtu relocate <Select Lifing Capacity>
7 201050 |bs
E0to 75 Ibs
Ower 75 lbs

Figure #7: Seeker Info Input Screen 2
Education Availability Information Section

3) Check the boxes for all the Available terms the job seeker is available to work,
such as Full Time, Part Time, etc. (PRN=As needed or as the situation arises)

4) Select all the boxes for the Shifts that the job seeker is available to work, such as
Day, Evening, Night, etc.
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5) If the job seeker is willing to work on Saturdays, Sundays, or Live at the
Worksite, select the Yes button. These questions will always default to No.

6) From the drop down box, select the Maximum Lift Capacity the job seeker can
lift on a regular basis.

7) If the job seeker is Willing to Relocate, select the Yes button.

State Reduired Information

Are youd carrently employed

9 "Are yoll currently in schaoal

Years of Education Completed

keasunal Farm Worker

Migrant Farm Woarker

Disabled
EthnicitywRace

13

O ves @ No
O ves & No

—

O ves @ No

10

| <Select Only If Applicable> T

12

O ves @ No
] Hispanic

] wihite (Including origins fram Europe, Middle East ar Morth Aftica)
(] Black or Aftican Armerican
] American Indian or Alaska Native (SouthiCentraliforth Armerican Mative)

[ Asian

[ Mative Hawaiian or ather Pacific lslander

Figure #8: Seeker Info Input Screen 2
State Required Information Section

8) Select the Yes button if the job seeker is employed, the question defaults to No.

9) If the job seeker is currently in school, select the Yes button.

10) Enter the number of Years of Education the job seeker has completed.

11) If the job seeker is a Seasonal Farm Worker, select the Yes button.

12) If the job seeker is a Migrant Farm Worker, select the correct classification in the

drop down box.

13) Select the Ethnicity/Race boxes.
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Transportation Information

Drivers License Oinone O operators & Cormm&®cial

COL Class «Select Only If Applicable> v

Endorsement <Selact Onbky I Applicable>
E - Chauffeurs License 15
C-Class COL -
B-Class COL

. & Class COL
Access To Yehicle 7 TES ' MO

Figure #9: Seeker Info Input Screen 2
Transportation Information Section

14) Select the Drivers License type the job seeker has.

15) If the job seeker has a CDL, select the correct CDL Class from the drop down
box.

Transportation Information

Drivers License O Mone O Operatars & Commercial
CDL Class |C-Class COL V|
Endarsement
— 16
Hazardous Materials
Tank Wehicle |
Access ToYehicle @ ves O No el 17 18

™ e

Figure #10: Seeker Info Input Screen 2
Transportation Information Section

16) If the job seeker has a CDL and has Endorsements; using the Control button on
the keyboard and the left button on the mouse, select the endorsements.

17) Click the Yes button if the job seeker has access to a vehicle.

18) Click the Next button to continue.
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Employment Tab

Home Search Referrals Seeker Info Employment Education Skills Yeteran

Edit Ernployrment Histary

Employer Hame |Trainers Are s
+Joh Title 2 _’|Trainer |
3

City |Jeﬁersun City A‘W
*Employed Dates 4 \{NIEUUU | al12/2004 |(e}{: mrnlyen) Leave "To" Date Blank for Current Job
Exclude from Resume/Profile & 5
~Job Description B Traiped ewp loyees. |
Punctuation/Spelling is
impartant.

. 7
Limited ta 500 characters /

Adl Arbthar Next

Ernployvment Histary
Employer Name Job Title Start Date End Date Resume Options
oD Trainer 172005 b edit delete

Figure #11: Employment Screen
Edit Employment History

Step-by-Step:

1) Enter the Employer Name in the text box.

2) Enter the Job Title in the text box.

3) Enter the City and State of the employment.

4) Enter the Employment Dates in the mm/yyyy format. If the job seeker is
currently employed in the job, leave the text box blank.

5) If the job is to be excluded from the Resume/Profile, check the box.

6) In the Job Description text box, enter a description of the job duties.

7) Click the Add Another button to enter additional Employment History or Next to
continue in the registration process.

Created by Kim Nichols/Stephen Sowder version 2 June 4, 2008-sds



Home Search Referrals Seeker Info Employment Education Skills Veteran

Desired Job Titles
You may select up to 20 Desired Job Titles.
2 Desired Joh Titles selected.

Search Tree All A1

Enter keywords to search for Joh Titles:|e"—‘xCCDuntant ”, search®™  artities found.

Job Title Z of Jobs
Tax Preparers 3 1
Accountants and Auditors 1

esired Job Titles

, Months Year Last -
Joh Title Experience Worked Options

Cashiers delete
Customer Service Representatives delete

Figure #12: Employment Screen
Desired Job Titles Search Tab

Step-by-Step:

1) Job seekers can select up to 20 Desired Job Titles to do job searches; there are
three options for choosing the job titles. One option is to enter a Keyword to
search for job titles in the text box.

2) Click the Search button.

3) Click on the Job Title the job seeker wishes to select.

4) The job title has been selected, it will move under the Selected Desired Job Titles
section. Enter the number of Months Experience and the Year Last Worked in the
job title.

5) Click the Save/Next button.
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Home Referrals Seeker Info Employment Education Yeteran

1.Job Titles
You may select up to 20 Desired Job Titles.
0 Desired Job Titles selected.

Search Tree All
I Arts, Design, Entertainment, Sports, and Media Occupations A
[ Building and Grounds Cleaning and Maintenance Occupations |
q (= Business and Financial Operations Occupations :i
\AE) Community and Social Services Occupations =
Joh Title b) # of Jobs
Child, Family, and School Social Wurkers/ 20
Community and Social Service Specialists, All Other 1
Counselors, A Cther 14
Educational, Vocational, and School Counselars 16
Health Educators 2
Medical and Public Health Social Workers 2 |
- o
Selected Desired Job Titles
Job Title Months Experience Year Last Worked Options
Mext
4

Figure #13: Employment Screen
Desired Job Titles Tree Tab

1) An additional option to select Desired Job Titles 1s to select job titles from the
Tree. There are 23 occupational categories to search for titles under. Open the
occupational category to see the job titles in the categories.

2) When the job seeker has found the Desired Job Title, click on the job title they
wish to select.

3) The job title has been selected, it will move under the Selected Desired Job Titles
section. Enter the number of Months Experience and the Year Last Worked in the
job title.

4) Click the Save/Next button.
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Home |J | Referrals | SeekeriInfo |] Employment Education | veteran

Desired: Job Titles
You may select up to 20 Desired Job Titles.

0 Desired Joh Titles selected. 1

| Search Tree all
Job Title # of Jobs 4|
Accountants and Auditors o=
Actors ]
Adjugtment Clarks / 2 10
Adrinistrative Services Managers 39
Adult Literacy, Remedial Education, and GED Teachers and Instructaors e
Advertising Sales Agents 15
Advertising and Fromotions Managers 9
Aerozpace Engineers 4
Agricultural Equipment Operators 19
Agricultural Inspectors 1%

f cted Desired Job: Titles
Job Title Months Experience Year Last Worked Cptions
4 | [Nex]

Figure #14: Employment Screen
Desired Job Titles All Tab

1) The third option to select Desired Job Titles is to search All the job titles.

2) The job seeker searches the job titles to find their Desired Job Title, and then they
click on the job title they wish to search for jobs.

3) The job title has been selected, it will move under the Selected Desired Job Titles
section. Enter the number of Months Experience and the Year Last Worked in the
job title.

4) Click the Save/Next button.
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Education Tab

Referrals Seeker Info Employment Education Yeteran

Education History

*School Name | - 1 2

3P Degree Awarded v | < 3

city | Mo F 4

Country % 5

Completion Date (B3 PR

inor “Chanee AMmars *L6 A AT o R

| | Hawwe Mo Education Histary i [ Kdd Another ] [Next]

Education Histany

School Name Degree Completion Date Major - Minor / Course of Study Options

Figure #15: Education Screen
Education History Tab

Step-by-Step:

1Y)

2)
3)
4)
5)
6)

7

8)

To begin the Education Tab in MissouriCareerSource, if the job seeker does not
have Educational History, click the I Have No Education History button. This will
advance the job seeker to the Skills Tab.

If the job seeker has Educational History, enter the School Name in the text box.
Using the drop down box, select the Degree Awarded. See Figure #16.

Enter the City, State, and Country of the school.

Using the mm/yyyy format to enter the Completion Date of the Education/Degree.
To choose a Major and Minor, click on the Choose a Major/Choose a Minor drop
down link to scroll through the list of Majors/Minors. See Figure #17.

If the job seeker has additional Education History, click the Add Another button
to enter that information.

When the job seeker has completed this section, click the Next button.
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Home Search Referrals Seeker Info Employment Education Skills Yeteran
Education History

*School Name Lincoln University |
Degree Awarded i
City | MO v

Study Area
Country GED :
Completion Date High Schoal Diploma 4—/ :
Major Associates
Minor Eiac:l?elurs

asters
Doctarate Education History J [ Add Another J [Nen-d]

Education History
School Hame Degree Completion Date Major - Minor / Course of Study Options

Referrals

Search

Home

Figure #16: Education Screen
Degree Awarded Drop-Down Box

Seeker Info Education skills Yeteran

Employment

Completion Date 05419491

Architectu

Biological
Business,

Computer
Constructi
Country M
Education
Education

Education History
School Name Degree  Completion Date Major - Minor / Course of Study Options

*School Name Lincoln University |
*Degree Awarded Bachelors b |
City Jefferson City |I|MO V|
Country
6

Major <Choose A Major=
Agriculture, Agricultural Operations, and

Area, Ethnic, Cultural, and Gender Studies =

Communications Technologies and Suppon Services
Communications, Journalism, and Related Programs

| = L LI
Minor <Choose A Minor=

(B3 mmibyny)

lated Sciences 4|

re and Related Services |
|
and Biomedical Sciences [

Management, Accounting, Marketing, Ei

and Information Sciences and Suppornt Services
on Trades
usic Singing

o

[ | Hawve Mo Education Histary ] [ Add Another ] [[\Je:-d]

Figure #17: Education Screen
Choose a Major Drop-Down Box
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Home Search Referrals Seeker Info Employment Education Skills Yeteran

Licenses & Certifications

Tvpe Cedificate
Stte +—2

Received | Renewed I:
Date (ettrirr—— 3

License or Certification <Choose A License/Certificate=
&8P License |
A+ Cerdification 7
ASE 3
Appraiser 5
Auto Erissions

Auto Safety Inspections
CISCo

CME

CRA

CFR

Certified Medical Assistant

Certified Nurses Ajd 5 =
e O Tenl =
=

Certifications

Type Lic. or Cert. Received Reneweid State

Figure #18: Education Screen
Licenses and Certifications Tab

Step-by-Step:

1) Job seekers that have Licenses or Certificates can enter those in the Educational
Section of MissouriCareerSource through this tab. Using the drop down box,
choose either a License or a Certificate.

2) Choose the State the License or Certificate was issued by using the drop down
box.

3) In the mm/yyyy format, enter the Received/Renewed Date for the License or
Certificate.

4) Using the drop down box, select the License or Certificate of the job seeker.

5) When finished, click the Save/Next button to continue with the registration
process.
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Skills Tab

Home Search Referrals Seeker Info Employment Education Yeteran
Additional Accomplishiment
Description 4—'—
Lirnited to G0 characters
> |-oAdd Anather | [Nax L

Additional Accomplishments

Figure #19: Skills Screen
Additional Accomplishment Tab

Step-by-Step:

1) The Additional Accomplishments Tab can be used for any additional educational,
free form skills; honors and/or recognitions that the job seeker has received, or
activities, committees, and/or groups/organizations the job seeker has participated
in that would assist them in finding employment can be entered in this section.

2) To enter additional accomplishments, click the Add Another.

3) When finished entering accomplishments, click the Next button to continue.
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MissouriCareerSource.com
g Where Talent and Opportunities Meet

State of Missouri - Matt Blunt, Governor

Home

Job Seeker wWorkforce Professional

Employer

Home Referrals Seeker Info Employment Education skills Veteran

Please indicate the skillsfabilities you can demonstrate to an employer upon referral. ¥ou can choose a maximum of

30 skills
0 skills selected

Admin Support / Office Equipment Owhed Programming Tools

[ eBanking O carpentry Hand Toals [ #ccess

[ eookkeeping / Accounting [ Cement Toaols O c++

[ caollections [ orywall Toaols O coeoL

O pata Entry O Electrical Toals 1 ] CELPHI

[0 ceneral Office [ Hard Hat W Dream Weaver

[ Human Resources [J machining Tools [ Flash

[ 1nsurance [ mechanic Tools [ Front Page

[ Legal Terminalogy [ own Truck 1 HTML

[ mMedical Terminology [ Painting Tools O aawva

[ quarterly Taxes [ Plumber Tools O oracle Database

[0 Ten key [ sheet Metal Taals [ wisual Basic

Automotive Master [0 steel-toed Boots O wwaL

Mechanics [ welding Tools SKILLS

[ Mechanic waork General [ conflict Resalution

Computer Software O computer Literate Service Industry

O peasE [ 1ndustrial Truck Driver [ cash Handling

[ ExceL [J internet knowledgeable [ cashier

O Linux [J InterstateTruck Driver [ child care

[ LoTus/LoTUS MNotes [ Local Truck Driver O conflict Managemesnt

[ Microsaft waord [0 =sales [ customer service

O Peachtree O Technical Writing [ Food Preparation

[0 power Paint [ Telemarketing [ Food Service

[ Presentations [ warehouse / Production [ danitorial / Cleaning

[ Print Shop Languages You &re Fluent [ retail Sales

[ Quattro-Pro In Other Than English welding

[ qQuick Book For Windows [ arahic [ aluminum welding

O unnx [ eosnian [ mIG welding

[ windows [ chinese [ Pipe wwelding

Construction / Industrial [ French [ stainless Steel Wwelding

[ eackhoesTrackhoe [ German [ structural Steel Welding

[ elueprint Reading [ Hindi [ 716G welding

[ eulldozer/Grader [ Hrmong

[ cabinetry [ 1talian

[0 carpentry [ Japanese

O cement [J korean

[0 crane operator [ portuguese

[ Drywall [ russian

[ Electrical [ samoan

[ Forklift O sign Language

[ rachining [ samali

[ rining [ spanish

[ PLC {Program Logic O swanil

Control) [J Tagalog

[ solder by Hand O ukrainian 2
[ wietnamese

Logout | Missouri Caresr Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy
Policy| Contact Us |Missouri Career Centers

Figure #20: Skills Screen
Skills Tree Tab

Step-by-Step:

1) In the Skills Tree tab, the job seeker should select all the skills that they have
demonstrated in their education or employment. The job seeker can select up to
30 skills/abilities, equipment and languages that they possess.
a. This will be an important matching tool that employers will utilize in
matching job seekers with open positions.
2) When finished, click the Next button to continue.
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Veteran Section

Referrals Seeker Info

Employment Education Veteran

an Information
Ara ol aveteran? O ves & Mo
Areyou a Spouse of a Veteran who; (3) was Killed in Action oris currently listed as missing in O ves & Mo 1

action, or (b} died because of a service connected disability, or (¢ is 100 percent disahled
hecause of a service related injury®?

Are you the spouse of a deployed Missouri Mational Guard or Reserve member? O ves @& Mo

1 Mext

Figure #21: Veteran Information Screen
Step-by-Step:

1) If the job seeker is not a Veteran, and/or a spouse of a Veteran, and/or a spouse of
a deployed Missouri National Guard or Reserve member; select the No button on
the questions in the Veteran section. See Figure #21. Clicking the Next button
will to the job seeker to the Registration Completion screen. See Registration
Complete, Figure #21.

2) If the job seeker is a Veteran, and/or a spouse of a Veteran, and/or a spouse of a
deployed Missouri National Guard or Reserve member; select the Yes button on
the questions in the Veteran section. See Figure #22

3) Click the Next button.

Home Search Referrals Seeker Info Employment Education Skills Veteran

an Information

Are you aweteran? ® ves O No
Areyou a Spouse of aVeteran who, (a) was killed in Action or is currently listed a5 missing in O ves ® ND<_ 2

action, or (b died hecause of a sewvice connected disability, ar {c) is 100 percent disabled
hecause of a service related injury?

Are you the spouse of a deployed Missouri Mational Guard or Reserve member? O ves @& Mo

3 [ [

Figure #22: Veteran Information Screen
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MissouriCareerSource.com
Where Talent and Opportunities Meet

State of Missouri - Matt Blunt, Governor

Job Seeker

Home Employer Workforce Professional

Referrals Seeker Info Employment Education Veteran

y an Infarmation
Yeteran Tyne O Mot a veteran
O Service connected disahility, 20% or more
4 —> O Service connected disability, less than 30%
O veteran

O Membet of a Guard or reserve unit that was activated undar a
presidential order under Title 10, served onactive duty during a period of war
orina campaign or expedition for which a campaign badge is authorized
andwas discharged or released from such duty with other then a
dishonorable discharge:

6 Was your enlistrment ended due to disability? O Yes & Mo < — q
Campaign Badge O ves @ Na

Are you a Spouse of a Weteran who; (a) was killed in Action or is currently listed as missing in action,
7 —pp 07 (b) died because of a sewice connected disability, or {c) is 100 percent disabled because of a
service related injury. Use veterans' service dates

O Yes @ No
Are yau the spouse of @ deplayed Missaur Mational Guard or Reserve member? O ves & Mo 8
Transitioning Weteran ‘ v|
9 Pripe L___&
w Choose Discharge ifyour projected date of separation for discharge is in the

next 12 months. Choose Retirement ifyou projected date of separation for
retirement is in the next 24 manths

10 L—p Branch of Service | v
T Sericeates | -] texc iy - mmidirE——— 11

Fress the save button to enter mare veteran service dates

_»Are ¥ou & homeless
12 weteran? O ves O Mo

13 Finish

Logout | Missourd Career Source Home | States of Missouri| Departrment of Economic Development| Division of workforce Development| Privacy
Folicy| Contact Us |Missouri Career Centers

Figure #23: Veteran Information Screen

4) Enter the Veteran Type information by clicking the appropriate button.

5) If the job seeker’s enlistment in the military was ended due to a disability, click
the Yes button.

6) The Veteran job seeker should mark the appropriate response as to possessing a
Campaign Badge.

7) 1If the job seeker is a spouse of a Veteran who was killed in action, or died or was
disabled due to service related injuries, click the Yes button.

8) If the job seeker is a spouse of a deployed Missouri National Guard or Reserve
member, click the Yes button.

9) If the job seeker is Transitioning from the military due to discharge or retirement,
indicate the type by using the drop down box.

10) Using the drop down box, select the Branch of Service.

11) Enter the Service Dates using the mm/dd/yyyy format.

12) Select the Yes button if the job seeker is a Homeless veteran.

13) Click the Finish button.
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Registration Complete

Home Search Referrals Seeker Info Employment Education Skills Yeteran
ration Complete
Congratulations! Youve completed your registration. Click on one ofthe search tabs to begin vour job
search.

2 _’[Nen][ Print My Resume/Profile ]4_ 1

Figure #24: Registration Complete Screen
Step-by-Step:

1) At the Registration Complete screen, the job seeker has the option to print their
resume/profile by clicking the Print My Resume/Profile. (see Sample, below)

2) When the job seeker clicks the Next button, it takes them to their home page. See
Figure #25

DWD TRAINER
421 E. DUNKLIN
JEFFERSON CITY, MO 65101
Home: (573)522-3017
dwdtraining@ded.mo.gov

Work Experience
1/1991 - 1271995 Hy-Vee Jefferson City, MO
Cashier
Checked out customers. Provided customer service

Education
Jefferson City High School Jefferson City, MO Graduated: 5/1991
High School Diploma:

skills / Equipment

Cash Handling Customer Service Microsoft Word
Cashier EXCEL Power Point
Computer Literate General Office Presentations
Conflict Management Internet Knowledgeable
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Job Seeker Home Page

-kiIIs VYeteran

Education

Employment

|

Select by Missouri Career Center v'|

Reerrals Seeker Info

Home Search

Uik Job Search
Enter Keywords to Search Jobhs
OF Enterthe Job Order Mumber

5 ral Information
DD TRAIMER

421 E. DUNKLIN
JEFFERSOM CITY, MO
f5101

O Bearch by Missouri Career Center
© Zearch within Region
) Search by Zip Code

advanced search

Select by Region ' |

I

Home(573) §22-3017

dwdtraining @ded.rmo.goy
Edit My Information
Wiew Iy
Resurme/Profile
Additional Services € 1
Online Assessment
Change My Password

Job Search Activiby
Mo Recent Activity

Cio you want CWD to
notify you about job

openings?
@ ves O No 2

Figure #25: Job Seeker Home Page Screen

Step-by-Step:

1) The job seeker may Edit their Profile or Change Password at this point. If they
desire to change their Password, the following screen will appear:

To resetyaur password, enteryour ald password and a new password twice, Your old password is reguired to prevent
someone else from changing your password.

Enteryour QLD Passward
Enter yaur KEWY Password

Caonfirm your new Password

[ Change Password

The job seeker may change their password by completing the required
information then clicking Change Password.

2) If the job seeker desires DWD to notify them about Job Openings, they should
click Yes.
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Home

Skills

Search Referrals Seeker Info Employment Education Veteran

Beneral Information i
WD TRAINER Enter Keywards to Search Johs | |

Ciuick.Job 5

OR Enter the Joh Order Mumber

421 E. DUNKLIN

JEFFERSCHM CITY, MO O Search by Missouri Career Center Select by Mizzouri Career Center hd |
65101 ) Searchwithin Region Select by Region |
) Search by Zip Code
Hame (573 522-3017
advanced search

dwdtraining@ded.mo.gow

Edit My Information Job Search Activity
e My CASHIER 41712008
Resume/Profile JEFFERSOM CITY, MO, 65109 o
Additional Serices CUSTOMER SERVICE REPRESEMTATIVE 5i272008
Online Assessment JEFFERSOMN CITY, MO, 65109 < 3
Change My Password ROUTE SALES A115/2008
$11.50- $11.50 Hourly SPRIMGFIELD, MO, 65108

Do you want DWD to
notify you about joh
openings?
@ Yes O Mo

Figure #26: Job Seeker Home Page Screen

Step-by-Step:

3) If the job seeker has previous Job Search Activity (jobs for which they have
viewed the detailed information), it will be displayed on their Home Page.
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Home

General Information Quick Job Ch
DYWD TRAINER Enter Keywords to Search Johs |c:ustomer service represertative| |
- CR Enter the Job Order Mumber
421 E. DUMELIM > <
JEFFERSCM CITY, M 2 ) Search by Missour Career Center Select by Missouri Career Center v | 2
Ba101 O Gearch within Region < 3 |——p | Select by Region v|
4 P O gearch by Zip Code <+ 4
Home (5¥3) 522-3017 5 F—
— advanced search : [Search ]
dwdtraining@ded. mo.gov
Edit My Information Job Search Activity

Additional Services
Online Assessment
Change Wy Password

Do you want DWD to
notify you akbout job
openings?

@ ves O Mo

Search Referrals Seeker Info Employment Education Skills Yeteran

iew My MO Recent activity
Resume/Profile 6

Figure #27: Job Seeker Home Page Screen

Step-by-Step:

1))
2)
3)
4)

5)
6)

The job seeker may begin a Quick Job Search from this screen by entering
Keywords or Job Order Number.

The Search may be refined by first clicking the Search by Missouri Career Center
button, then clicking the drop down box Select by Missouri Career Center.

The job seeker may also refine the Search by clicking the Search within Region
button, then clicking the drop down box Select by Region.

The Search may also be done by Zip Code by clicking that button, then entering
the desired Zip Code.

By clicking Search, the job search will begin.

If the job seeker desires to refine their search even more, they may do so by
clicking on Advanced Search. (See Figure 26, and accompanying Step-by-Step)
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Job Search Screen/Basic Search

Search

Home Referrals

Seeker Info

Employment Education

Yeteran

Like yvour search results? Scroll to the hottom ofthis page to save this search sovyou can run itwhen yvou return. To refine your
search, click on the close button below, or search tab ahove.

search Results

3 items found, displaying all items.1

Job Order / !

Job Title # Date Location Experience Degree
FOUTE SALES B288925 a/152008 SPRINGFIELD, MO, 65104 GED
CUSTOMER SERYICE 557347 5212008  JEFFERSON CITY, MO, 65109 GED
REFRESEMTATIVE

FIMNAMCIAL REPERESEMTATIVE E285700 4152008 LEBAMOMN, MO, 65536 GED

3 items found, displaying all items.1

Modify & prior search you saved | Mo Sawved Searches v|[8ave] b

ar ... Sawe as a new Search | | Save Mew

@)

Figure #28: Job Seeker Search Page Screen
Basic Search

Step-by-Step:

1) Based on their Keywords or Job Order Number entered ( Figure 23, Step 1), and
any other Search criteria (Figure 27, Steps 2-5), the job seeker will see
information on possible job matches.

2) The job seeker may also Modify any prior searches they have saved, or enter this
search under Save as a new Search.

3) Activating the Close button will take the job seeker back to the Advanced Search
screen. (See Figure 29 for Advanced Screen Step-by-Step)
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Job Search Screen/Advanced Search

MissouriC'areerSource.com
Where Talent and Opportunities Meet

State of Missouri - Matt Blunt, Governor

Waorkforce Professional

Job Seeker Employer

Home

Referrals Seeker Info Employment Education Veteran

Jaob Lists 1
« hy Region

Enter words to search for in jobs OR
Enter the Job Order Murmber
|cashier X Search 2 ’h 3

Search By Location

Minimum Yage | Haweiy / 3a 3h

O Searchwithin Zip Code R e ‘
e ew Jobs in Las days <
2h & Search within [25 miles of Fip Code |E51U1 i Gk, | ’%C
o ?: Shift Any v*——-
) Search within County| Select a county S 2C vallaility 2 \*
O Search within a Missouri Career Center Days Off i
2d > [selestabissoui Career Certer ~] Ono CI7u Dlwe CITh [Er 3d
Search within Region Csa Osu -
) ZE Centrsl Region v Sort.Johs | Newest Jobs First v
€ use map
) Search Statewide 3e
4
® Alljubmlesv\ /O My desired job titles O gelect job titles /> 6
Toview jobs matching a saved search, select below and press the Load button.
To save a new search, first click search, You can save on the bottom of the results page 5

Mo Sawved Searches <

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy

Policy| Contact Us |Missouri Career Centers

Figure #29: Job Search Screen
Advanced Search

Step-by-Step:

1) The job seeker may begin their Advanced Job Search by entering Keywords or

Job Order Number.
2) The job seeker may Search by Location with several options:

a) They may search within a Zip Code range by clicking the button and
entering the desired Zip Code.

b) By clicking the appropriate button, the search may also be refined by
entering a Miles range within a specific Zip Code they enter.

¢) They may search within a specific County by clicking that button and
using the drop down box to select the desired County.
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d)

e)

f)

If the search is to be done within a specified Missouri Career Center, click
the appropriate button, and select the desired Career Center by using the
drop down box.

They may search within a specific Region by clicking the button and
utilizing the drop down box to select the desired Region. There is a color
map showing all regions available by clicking the use map prompt.

To search the statewide listings, click the button to Search Statewide.

3) The job seeker may also refine the search by adding a variety of Search
Details:

a)

They may specify a Minimum Wage by entering the amount and, using
the drop down box, select the appropriate wage basis (Hourly, Weekly,
etc)

The search may be done by most recent jobs posted by selecting New Jobs
in Last and submitting a number of days.

The Shift search option is engaged by using the drop down box and
selecting the appropriate shift desired.

The Availability search option gives the job seeker the opportunity to
search jobs based on their desired work availability (Full Time, Part Time,
Seasonal, etc.)

The job seeker should select Days Off which they prefer.

By selecting the search option Sort Jobs drop down box, the job seeker
may sort their prospective jobs list by Newest Jobs First, or Job Titles, or
Location.

4) The job seeker may also choose to Search by Job Titles. With this option, they
may choose between All Job Titles, My Desired Job Titles, and Select Job Titles.
5) The job seeker may View Jobs Matching a Saved Search by clicking the
appropriate button here and using the drop down box to select the saved search.
6) By clicking the Search button, the job seeker will activate their current search.
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Job Search Screen/Search Results

MissouriCareerSource.com
! Where Talent and Opportunities Meet
State of Missouri - katt Blunt, Governar
Job Seeker

Home Employer Workforce Professional

Search

Skills

Like your gearch results? Scroll to the hottorn of this page to save this search 50 you can run itwhen you return. To refine your
gearch, click on the close button below, or search tab abave.

Home Referrals Seeker Info Employment Education Veteran

Job Title # Location Experience Degree
ROLUTE SALES B28B925 A/15/2008  SPRIMGFIELD, MO, 5109 GED
CUSTOMER SERYICE 557347 5/212008 JEFFERSON CITY, MO, 65109 GED
REPRESENTATIVE

Wage Location JEFFERSON CITY, MO, 65109

This is an entry level position that requires at least 2 vears of customer service experience. Position assists the
rmanager with daily operations of loan center. Duties include: answer questions, helping clients cormplete the application
process, process client [oan requests using the "E-Check True" operation system, verification of loan applications, filing,
accuracy of all reports and phane calling. Requirements: Basic computer skills, ahility to communicate efectively twritten
& verbal). Maintain confidentiality of all clients, and some travel {to & from hank). Wark 20 to 30 hours per week

Open Date 5i2r2008 Close Date 5/16/2008
Experience

Education Degree Reguired GED

Skills

Shift Diay

Availability Part

Days Off Sun

Cpenings 1 Work Schedule 30 hours perweek
Lifting Capacity

Driver License  Operators Endorsements

Jaoh Benefits
Commission Mo

Huowy to Apply
FIMANCIAL REPRESEMTATIVE B285700 41152008 LEBANON, MO, 65536 GED
3 items found, displaying all items.1

ch

Modify a prior search you saved | Mo Saved Searches ¥
oOf ... Save as a new Search _ Save New

3 ’7

Logout | Missouri Career Source Home | State of Missouri| Departrent of Economic Development| Division of Waorkforce Development| Privacy
Policy| Conmtact Us |Missouri Career Centers

Figure #30: Job Search Screen
Search Results

Step-by-Step:

1) On the Job Search/Search Results screen, the job seeker may view all jobs that
match the search criteria. By clicking on a particular job, the complete job order
with detailed information may be viewed.
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2) By clicking the How to Apply button, the job seeker will receive information
regarding the application process (In person, email, fax, etc.) for the position
being viewed.

3) The job seeker may choose to Save This Search by entering a name to save it
under and using this button.

4) When the job seeker Closes this page, the screen will return to the Job Search
Results screen.

Referrals Screen

/ ]

Home Referrals Seeker Info Employment Education Yeteran

Job Title Employer Name Job Listed Salary
ASSOCIATE GEMERAL MANAGER $40,000.00- $50,000.00
(AGM) HOLIDAY MM SELECT 122012008 Yaarly
SUPERWISOR FOR INSTRUCTION MO DEPT OF ELEM &SECED  12011/2007 Qfgzﬁfe-”” SLESE R

) L AUTOMOTIVE SALES SEARS ROEBLUCK 47i2008
RETAIL ASSOCIATE FICTUREME PORTRAIT STUDIOS 443072008 $0.00 - §0.00 Hourly
ASSISTAMNT MAMNAGER W & SPORTS SI6f2008  $0.00- §0.00 Hourly

CAMTEEM SERVICES OF

ROUTE DRMWER SEMTRAL MO 51872008

Figure #31: Referrals Screen
Step-by-Step:

1) When the job seeker clicks on the Referrals tab, all individual jobs of which they
have viewed the detailed contact information will be displayed.

2) The job seeker may review any jobs listed on this screen by pointing and clicking
on the job listing.
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Search/Referrals Screens / 1 \‘

Home Search

Referrals

Seeker Info Employment

Education Veteran

Like your search results? Scroll to the bottorn of this page to save this search s0 you can run it when you return. To refine your
search, click on the close hutton below, or search tah above.

Search Results

One item found.1
Job Order

Job Title # Date Location Experience Degree
CASHIER 553563 AITI2008 JEFFERSOM CITY, MO, 65109 MNane

One item found.1

modify & prior search you saved | Mo Sawved Searches V| Save

ar... Save as a new Search | | Save Mewy

Cloze

Figure #32: Search/Referrals Screens
Step-by-Step:

1) While in the Search or Referrals screens, the job seeker may at any time view/edit
their Seeker Info, Employment history, Education history, Skills, or Veteran

information by clicking on the appropriate tab, and then viewing or editing as
desired.
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